25X1A 


25X1A 


25X1A 


Approved For,Belease 2003/02/27 : CIA-RDP82M00594R000200050009-7 


13 AUG 1990 


MEMORANDUM FOR: Deputy Director of Security for Community Affairs 


FROM: Fe eel 
Chiet, Ministrative Staff, OS 


SUBJECT: | Space and Equipment Requirements for 
Planning Move to[_____] Bldg. 


1. The Office of Security (except for a few components) 
will be moved to the Building circa March 1982, To 
assist the Office of Security's Relocation Task Force in 
planning an orderly and expeditious move to the Ea 
Building, you are requested to provide pertinent information, 
relative to your space, furniture and.equipment requirements. 


2. Attached you will find a sample and blank copies 
of "Report of Space Requirements" and ''Report of Equipment 
Requirements" for compiling and submitting data required 
for the move. 


3. Requirements for other than standard office furniture 
need a brief justification and an indication of criticality 
(essential, beneficial, nice-to-have). It is especially 
important that we obtain requirements now for long lead time 
items such as data links, data terminals, and special 
communications links. Black and Gray/Green telephone 
requirements are not covered by these reports but will be 
covered at a later date. 


4, Please return the completed forms by 26 September 1980. 


Your cooperation in this survey is appreciated. If you have 
any questions or need for assistance in developing and 
eee your requirements contact the OS/Logistics Branch 
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INSTRUCTIONS FOR COMPILING 


AND SUBHITTIKG DATA 


o 
m 


FINITION OF TERMS 


“Report of Space Reauirements" 


A. Column 2 


Organization Element Name and Structure 


Indicate organization levels such as office, Division, Branch, Section, unit. 
‘ i; ae ee ~ 


Position Title Name 


indicate name of room enclosure by position title such as Chief, Deputy, Executive of- 
ficer, Adrinistrative Assistant, Secretaries, Recestion. Show GS ratin gs from 15 and ua, 


Reem & Enclosure _Fuact ion Neme 


Identify name of room enclosure by function perforned, and security classification, 
if any, Such as conference room, reproduction room, secure file room, laboratory, 
briefing room, vault storage room, registry, reception room, machine room, etc. 


B. Column 3 


‘Number of People in each Room Enclosure 


Indicate the number of people expected to work in each roam as defined. 
C. Columns u ~ 10 


" "Standard Furnishings and Special Furnishings in each Room Ericlosure 


Indicate in columns 4 - 9, by number, the amount of standard furnishings in each ccom 
enclosure. Indicate in column 10, by number and description, the amount of special 
furnishings in each room enclosure. 


D. Column 414 


Remarks 
REALE TE LE SET SHES INT IBS Cah SSPE OSTEO PE Saino CODE AMEE Ena aayrnn ak dag 
eat-# BES [rdicate in this column any clarifying explanatory items and cress 


reference the entries to the Equipment Requirements Form bY Gre Tag the Ving, item: humDbers. ~ 
"Report of Equipment Requirements® 
A. Column 2 

Organization Element Name, Position Title Name, or Room Enclosure Fuacticn same_ 


indicate the aoprepriately cross referenced descriptive title above for each room en— 
closure housing special equipment. List each piece of special equipwent under eath room, 


B. Columns 3 thru 7 

Equipment 

Indicate quantity, size and weight of special equipment. 
C. Column 8 

Remarks 


Provide a brief description of the special use area, i.e., photographic dark room for 
use by section, 


ILLUSTRATIVE EXAMF LES 
Samples "A" and "Ang" 
Compieted "Report of Space Requirements" Form 


Sample "8" 
Completed "Report of Equipment Requirements” Form 
MATERIALS 
Each participating component will be provided with "Report of Space leaps meats" Form 
“Report of Eoui pment Requirerments" Fores, tllustrative Examples indicated above, and 


this set of instructicns for implementin ‘9 the project. 
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SUBJECT; (Optional) _ 
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"ROUTING "AND. RECORD SHEET 


EXTENSION 


ae CONFID TIAL [-] SECRET 
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DATE 


COMMENTS (Number each comment to show from whom 
to whom. Draw a line across column after each comment.) 


4E-70, Headquarters ic] 

Saree designation, room number, and Does OFFiceR's 
RECEIVED | FORWARDED 

1. DD/CA , 

3E-05, Hdqs. 14 | 

ie 

2. OS/Logistics 

4E-70, Hdqs. 
3. 
rs eT a | 
é. = 
7. a ie a) 
8, | 


| 14. 


6 1 Os c FARISUE VE 


| SECRET 


ET CONFIDENTIAL 


1. Please ere | Om follo 
i 


forms for your immea&diate offi 
area. group (4 
C requirements )over at SSC 


have recieved sep@rate forms. 


Ati UU SUUU 


tal wm ONLY [] UNCLASSIFIED 


